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General Accounting Records

This seris includes all standard state accounting
forms as well as other accounting media which
provide supporting data for the special and general
accounting records

Distribution of Charges
Memorandum of Adjustments
Check Copies

' Expense Reports
Requisitions
Purchase Orders -
Time Sheets ‘
Receiving Records
Paid Bills and Invoices
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Hospital Management Inforfation System Documentation
This item includes all polices and guidelines
pertinent to the daily operatlon of the HMIS.

A.I 'Audit tralls for movement in and out of hospital
B. Audit trails for ward and bed transfers

C. Audit trails for legal class changes

D." FV reports that are produced on a nightly basis
E. Listings of patients transferred to DOR

AR listing. Report

Alpha Census . |

H. Georgraphlc Census

I 'Tracking Report

J. 'Admission Register

K. Discharge REgister

L. Daily ADT report with Recap
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Retain for three years
and until all audit .
requirements have -been |
fulfilled and then destroy.

Retain until revised,
then destroy.
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